Evergreen Indiana Cataloging Training Manual
Chapter 1 — Getting Started, Getting Help

Chapter 1 -- Getting Started, Getting Help

Logging In

Click on the Evergreen staff client icon located on your desktop or select the
Evergreen Staff Client from your Start menu:

Evergreen
Staff Client

The login screen opens:

L] Evergreen Staff Client

Startup and Shutdown

[ Help - ] [ Open Mew Window Localg: en-U3 : English {United States) w | | Apply Locale
Server Workstation
Hostname 3z HMMPL-sarahc

evergreen. lib.in.us

Re-Tesk Server ] [ add 351 Exception

Skatus 200 5 Ok
Version 200 5 Ok

Authentication Offline Use
Username

[ Standalone Interface ]

Password
- [ Export Transactions ]

Login ] [ Log off [Impl:lrt Transactiu:uns]

[ Exit Evergreen ]

Debug Options

[lavaSu:ript Console ] [ Debugger ] [DOM Inspector ] [Chru:ume List ] [Javascript Shell ] [Qear Zache ]

In the Authentication box, type your staff client user name in the box labeled
‘Username.” Then, type your staff client password in the box labeled
‘Password.”
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& Evergreen Staff Client E|@| PX|

Startup and Shutdown

[ Help - ] [Open Bew wWindow ] Locale: |en-LIS » English (United States) v| [ﬂpply Locale ]

Server Workstation
Hostname HMMPL-sarahc

| evergreen. lib.in.us w |

[BE-TES': SErvEr ] [ add 351 Exception ]

Skatus 200 5 Ok
Version 200 ¢ 2k

Authentication Offline Use

Username | hrn-catl | [gtandalnne Inkerface ]

Passward sessssnsne

[ Export Transactions ]

Log off [ Impart Transackions ]

[ Exit Evergreen ]

Debug Options

[lavaSu:ript Cansole ] [ Debugoger ] [DOM Inspector ] [Chru:ume Lisk ] [Javascript Shell ] [glear Cache ]

Once you’ve entered your Username and Password, click Login.

NOTE: Your local system administrator can assign Cat-2 level log-ins. You are
eligible to receive a Cat-1 level log-in after you take the Evergreen Indiana
Advanced Cataloging Class, and you will receive instructions on how to get it at
that time.
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The portal screen will open in a new window:

& 1: hm-cat1 @HMMPL -sarahc.evergreen. lib.in. us |’._||’E|[5__<|
File Edit Search Circulation Cataloging  Acquisitions  Booking Admin {-)  Help
0 Check Qut - @ CheckIn - &4 Search Catalog = B ItemStatus - ¥4 Patron Search = B0 Patron Registration = D Toggle Hotkeys

%]

OPEN SOURCE INTEGRATED LIBRARY SYSTEM

Welcome to Evergreen, Cat One

Circulation and Patrons Item Search and Cataloging Administration
Check Out Items @ vendcrE e Search . Get Help with Evergreen @
Q {Retrieve Patron By Barcode) - B
Advanced Search @

@Q Reports &
Item Status / Display &2 B

Tine:  Edit Receipt Templates @
‘ Daker

Q Check In Items el

2 @ Register Patron(s) &

e e

( , MARC Batch Import / Export @

Y Search For Patron By Name @ M ‘ Evergreen Member Directory @
“ z39.50 Import @
% Pull List for Hold Requests &
W%  CopyBuckets @
Locate Address In Maj
ve® P 1y
o M Record Buckets @
¥

Copyright 2006-2012 Georgia Public Library Senvice, and others
Powered by everoneen

The log-in window will minimize, but it will not close. If you close it, you will close
the Evergreen Staff Client, so you will have at least two Evergreen windows open
when you use the Evergreen Staff Client. You can open additional Evergreen
windows if you wish by going to the Log-in Window (labeled Evergreen Staff
Client), and clicking the Open New Window button at top left. Your working
windows will be labeled with your log-in name.

* Evergreen Staff Client

Startup and Shutdows
[ About this client. .. Open New Window ) LOc3lE:

Server
Hostname | |

r LI l
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The portal screen includes icons for most the common Evergreen functions. The

Cataloging functions are found in the center column.

NOTE: The portal screen also welcomes the user by Account name, so you can
see who is logged into the client from this screen.

Circulation and Patrons

Check Out Items
{Retrieve Patron By Barcode)
Q Check In Items el

= @ Register Patron(s) @
-

Search For Patron By Name @

&%

@ Pull List for Hold Requests &

‘. Locate Address In Map el
—

Welcome to Everagreen, Cat One

Itermn Search and Cataloging

E Advanced Search

Item Status / Display

i o MARC Batch Import / Export

=

i

@ z39.50 Import

Wy  CopyBuckets

Wy Record Buckets
b

A
A

i
i
i
i
i
i

Administration

:‘ Get Help with Evergreen @

ng Reports @

Tie:  Edit Receipt Templates (£
\Uate’.

TIP: You can use the Search box in the middle column to do a keyword search
of your default search location.
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Clicking on the icons on the splash screen will open the desired function in the
current tab, as seen below for Z39.50:

@ 1: hm-cat1 @HMMPL -sarahc.evergreen. lib.in. us

File Edit Search Circulation Cataloging  Acquisitions  Booking Admin i-)  Help

o Check Out ~ @ CheckIn = &4 Search Catalog = 19 Item Status = B4 Patron Search = L0 Patron Registration = D Toggle Hotkeys
1739.50 | + 8
MARC Import via 239.50

Query Service and Credentials

Tip: Click a search field label and then the 'Save as Default’ button to have that field Service Username Password -

focused by default, Local Catalog

Ikem Type -

|AII Formats | A [ Brodart
Keyword |
[ 150 B
Pub Date

[ 1TsMARC AY Access

| | |
| | |
| | |
| [ ITSMARC Asian MARC | ||
: | |
| ! i

Subject |
Author
| [ 1TSMARC CanMARC
155N |
[] 1T5MARC Contributed Research and Academics
Title [ A v
Clear Form ] [ Search ] [ Save as Default
Results

Mo record marked For overlay

List Actions MARC Editar #Hide Top Pane

# Au... Title Edit... .. Publi... ' Publisher TCH i
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Clicking on the green icons on the splash screen next to the function names will

open the desired function in a new tab, as shown below for Submit Helpdesk
Ticket.

@ Submit A Helpdesk Ticke

g@ Reports e

Tie: Edit Receipt Templates [
‘ Date:

The function opens in a new tab, while the splash screen remains open in the
original tab:

File Edit Search Circulation Cataloging  Acquisitions  Booking

1 7ab (Zhew Helpdesk Ticket: | 48 Function opens in new tab

EVER[LGREEN
INDIANA

Admin -3 Help

>

Haorme Submit a Request for Assistance
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Using Tabs

Evergreen uses a tabbed interface. Tabs allow you to have several pages open
at the same time in a single window. You can easily switch between tabs in the
same window.

The tabs appear below the menu bar in Evergreen with a descriptive title. Click
on a tab to bring it to the front and view the page displayed in the tab. You can
use tabs to have access to multiple things all at the same time: patron records
and searches, bibliographic records and searches, circulation or cataloging
interfaces—anything at all in Evergreen.

e Open a new tab by pressing Ctrl + T on the keyboard or selecting New
Tab from the File (Alt + F) menu.

o Close atab by pressing Ctrl+W on the keyboard or selecting Close Tab
from the File (Alt + F) menu. You can also close the tab by clicking on the
small red X in the top right hand corner of the Evergreen Window. You can
close all tabs by pressing the Control Key while clicking the small X.

NOTE: Clicking on the slightly larger red X above it will close the entire
window

hm-cat1@HMMPL-sarahtest. dev.evergreen.lib.in.us

Edit Search Crculaon Cataloging  Acquisitions (Preview) Admin L
A|

NOTE: When you select a new function from the Evergreen Menu or use the
shortcut keys, this function will open in your active tab, replacing whatever
function you currently had open in that tab, so remember to open new tabs for
new functions.

Tabs can help you to work more efficiently. You may wish to keep frequently
used functions open in a certain tab. For instance, here is a tab configuration
showing functions that might commonly be used by a cataloger:

File Edit Search Circulation Cataloging Acquisitions  Booking

1 739,50 | 2 Record Buckets | 3 Item Status | 4 Catalog

Item Status

Scan Item
Barcods: Submit, ] [ pload From File ] Altern
Barcode | Call Mumber Author Title Lc
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Navigating with File Commands and Keyboard Shortcuts

There are various ways to perform tasks in Evergreen. A combination of menus
and function keys are used to access different tasks.

In the top left corner you will find the File, Edit, Search, Circulation Cataloging,
Acquisitions and Booking menus. In the top right corner is the Admin menu.

Function key prompts include:

e F1to check out
e F2tocheckin _
e F3to search the catalog Admin () Help
e F4to search for patrons
Toggle Hotke
° |E aggle Ao WS

F5 to check item status

NOTE: The hotkeys can be disabled or activated from the Admin (Alt + -) menu
under Workstation Administration (Alt + W) and Hotkeys.

TIP: If you are using Toolbars, there is also a Hotkey Toggle button. If your
function keys stop working, check to see if it has a red X, as seen above. Click it
to reactivate your hotkeys. See page 1.9 for more information on toolbars

Other keyboard shortcuts include:
CTRL + C: Copy
CTRL + X: Cut
CTRL + V: Paste

NOTE: In most cases you cannot right-click to access copy and paste within
Evergreen.

Many functions in Evergreen have keyboard shortcuts for specific functions. The
shortcuts are indicated in Evergreen with underlined letters. Press the alt key and
the underlined letter to access a menu or perform an action.

@ 3: hm-cat1 @HMMPL -sarahc.evergreen. lib.in. us

File Edit Search Booking

Circulation e[y Acouisitions

@) checkout - @ CheckIn - Zearch the Catalog 3
..................... Fetrieve Litle b @ Shift+F3

L Portal:| 4+ Retrieve title via Database ID
Display Item (B) FS

1= T | B4 Patron

Manage Copy Buckets
Manage Record Buckets

. EVE
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In the previous picture, for example, you can see that Alt + G will access the
Cataloging Menu. Alt + T will let you Retrieve a title by TCN.

NOTE: To use a shortcut on one of the menus, you must first use the keyboard
shortcut to access the menu. Continue pressing Alt as you press the desired
shortcut key. In some cases the same letter is used twice on the same menu. If
that is the case, the function will be highlighted and you must push the Enter key
to access it.

Evergreen keyboard shortcuts are indicated in bold parenthesis after the function
menu name like throughout this manual: “Open the Cataloging (Alt + G) Menu”

Toolbars

You can also navigate using a Toolbar. There are two toolbar options, Circulation
and Cataloging.

To set a Toolbar, click on the Admin (Alt + -) menu in the upper right hand
corner of the screen. Then select Workstation Administration (Alt + W). Select
Toolbars.

=]
Help

Cperator Change: Mew
Offline Transaction Management
Download OFfline Patron Lisk

R mG Q E E N External Text Editor Command Workstation Administration
Printer Settings Editor Local Adminiskration 4
i N Receipt Template Editor Server Administration 4
Global Font and Sound Settings

'CE INTEGRATED LIBRARY SYSTEM |Jser Permission Editar

Hotkeys » -
verd current N Toggle Ackivity Meters
5 Mode * For developers (... »
Label Position »
:hoap  Ieon Size 4 Administration
- Sek Wiorkstation Default ko Current
Clear Workstation DeFault }i‘ Get Help with Evergreen @
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From the Toolbars Menu, select Current.

> [ O i Y . ¥ SEFYE
i N ﬁ i Copy Editar: Copy Location Marme Firsk m

External Text Editor Command I

OPEN SOURCE INTEGRATE| Glabal Fant and Sound Settings Toag
| Hotkeys L | User
elcome to Evergreen’ Ce Printer Settings Editar For d
Receipt Template Editor —
Y
Icon Size L4 circ
Label Position b ® Mone
Mode k

@_ Get Help with Ever
Configure Toolbars @

Clear Workstation Default ﬁ’@ Reports

Set Warkstation Default bo Current @
| — v

The default is None. Click on one of the options to turn on a Toolbar.

The toolbar will turn on and display beneath the menu bar. Below is the
Cataloging toolbar:

D hm-cat1@HMMPL sarahc.evergreen. lib.in. us

File Edit Search Circulation Cataloging  Acquisitions  Booking Admin (=) Help
@ ChedkIn - *r"_"‘} Search Catalog -~ P59 Item Status - .ﬂ Create MARC Record = .ﬂ Manage Authorities !11! Retrieve Last Recard E Toggle Hotkeys

iLTabi B8

| a |

You can click on any of the functions in the toolbar and it will be opened in the
active tab. You can also click on the small down arrows for further options.

[ XF hm-cat1@HMMPL -sarahc.evergreen. lib.in. us

File Edit Search Circulation Cataloging  Acquisitions  Booking Admin (=) Help
@ CheckIn - "“_"‘} Search Catalog -~ P& Item Status - .#’11 Create MARC Recordd lr’d Manage Authorities .ﬂ Retrieve Last Record m Toggle Hatkeys
LTab Create Mew MARC Record a8
Import Record fram 239,50
‘ ‘ MARC Batch ImportExport ‘
—

The toolbar menu also includes various configuration settings for the toolbar.
e Mode (Icons and labels, Icons only, or labels only)
e Label Position (Next to Icons or Under Icons)
e Icon Size (Large or small)

Last Updated: 11/16/2012
Version 2.2.2

1.10



Evergreen Indiana Cataloging Training Manual
Chapter 1 — Getting Started, Getting Help

BX

itions  Boaking Admin {-

: : . Cperator Change: Mew
[tem Status ~ I:E"i Create MARC Record - I:E"i Manage Authorities lf‘i Retri iffline Transaction Management
Dowenload OFfline Patron Lisk

External Text Editor Command ‘orkstation Adminiskration
Printer Settings Editor Local Adminiskration 4
Receipt Template Editor Server Administration 4
E V E R mc Global Font and Sound Settings
n M R n ‘ User Permission Editor
Hotkeys L4 | »
Current N E—— Toggle Activiky Meters
e Lconsand obel Forcevelaprs .. »
Label Position k Tcons Cnly
Icon Size 4 Labels Only
Set Workstation Default to Current
Clear Warkstation Default gi ng Administration

Once you have set your toolbar to the desired configuration, under Admin

(Alt + -), select Workstation Administration (Alt +W), then select Toolbars and
select Set Workstation Default to Current to save your setting. When the staff
client is opened at that workstation, the chosen toolbar configuration will be
displayed.

s Booking Admin | Help
Operakor Change: Mew

Offline Transaction Management
Dowenload Offline Patron Lisk

0 Create MARC Record = B Manage futhorities B Retrieve Last Record

External Text Editor Cormand

Printer Settings Editor Local Adminiskration 4
E V E R mc Receipt Template Editor Server Adminiskrakion 4
Global Font and Sound Settings
User Permission Edikor
Hotkeys * I -
Current » Toolbars Toggle Activicy Meters
Mode » Far developers (-)... 4
Label Position * Lt One
Icon Size 3
Set Warkskation Default ko Current ging Administration
Clear Workstation Defaulk

NOTE: The configuration is saved to the workstation, not the user log-in.
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Evergre

Helpdesk Tickets

2: hm-cat1@HMMPL -sarahc.evergreen. lib.in.us

EVER[LGREEN

I Il Fe

Haorme
* Submit a Request

Checkon a Request s0on as possible.

Phone Support Hame:

Submit a Request for Assistance

Flease complete the form below detailing your request and a member of our support staff will respond as
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EMERGEMCY ONLY

FORFULL OUTAGES

Email:
- 1-877-262-0025

Phone:

Request Details

If you are experiencing a problem with Evergreen, submitting a Helpdesk ticket is

the preferred way to request assistance.

You can submit a ticket through the

Staff Client, which you can access via the icon on the splash screen:

@ Get Help with Evergreen )
Ting: Edit Receipt Templates @
‘Ua‘rﬂ.

Reports

You can also submit a ticket via email to:

helpdesk@apple.evergreen.lib.in.us

Or online at:

http://help.evergreen.lib.in.us/helpspot/
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Do not submit cataloging questions to the Helpdesk, those should be directed to
the Cataloging Listserv evergreen_indiana-catalog@lists.in.gov. For questions

about how to use Evergreen or one of its functions, first consult your Cataloging
Manual, then the Listserv.

Helpdesk tickets should be filed when Evergreen is not functioning, when you’ve
gotten unexpected error messages, or when something is functioning differently
than usual, etc.

Please be sure to include your full name, email address, library name, and phone
number with your help-desk ticket, and provide as many specific details about the
problem you are experiencing as possible.

Information to include in your ticket:

e When the problem you’re experiencing started to occur

e Whether the problem is isolated to a specific record or item, or if it's
general.

e |If the problem is specific, include TCNs, record IDs, or item barcodes for
the record or item

¢ Include the text from the error message or messages you’re receiving

e Describe the problem fully. Remember that the helpdesk staffers are not
catalogers. The helpdesk ticket asks what you expected to happen, so be
sure to explain that, too. This may seem self-evident to you, but it's not
necessarily self-evident to the person who is going to help you.

e |t's possible to attach pictures to the ticket. Taking screenshots may be
helpful. Sometimes a picture is worth a 1000 words.

After you have submitted your helpdesk ticket remember to monitor the
Evergreen Indiana listservs. If your problem is affecting many users, information
about it may be released via email.
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